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Broadridge delivers a fully managed, end to 

end proxy voting experience—from project 

coordination and mailing to solicitation and 

final vote tabulation. With connections to 

more than 800 banks and brokers and access 

to historical voting insights, we can help you 

run targeted, cost effective campaigns that 

promote shareholder engagement. Our 

services are supported by industry leading 

certifications, including SSAE SOC 1 Type II, 

SOC 2 Type II, ISO 9001:2015, ISO 27001:2013, 

and PCI DSS 3.2.1, demonstrating our 

commitment to security, quality, and 

continuous improvement.

 

This guide is intended to                   
walk you through each stage               
of the proxy process 
 

Step 1: Planning Process 

Step 2: Distribution Process 

Step 3: Voting Process 

Step 4: Invoicing 
 

 

Please take time to read through all of the information provided. 

ICSOnline Campaign Manager - Meeting 

Information at a click. For access to your 

company’s proxy campaign information, visit: 

www.MyService.Broadridge.com. 

 

To access the portal, you will need your email 

address and password. If you have forgotten 

your password, go to 

www.MyService.Broadridge.com and                

click “Forgot Password”. If you do not have                        

access, an officer of the company may                 

request it by sending an email with the                               

company’s name, CUSIP number, the user’s                           

name, email address and phone number to                 

Client.Relations@Broadridge.com. 

If you have additional questions and                        

would like to speak to our Client Service                               

Professionals, we are available Monday                   

through Friday from 8:30 AM - 5:00 PM   

Eastern Time. 

Email: Client.Relations@Broadridge.com 

 

We want your feedback! 

We would like to hear your thoughts on our 

proxy services. Each year, we send out surveys 

to our clients and review all the responses. The 

feedback we receive guides our focus, 

prioritizes improvements, and helps us align 

with what is important to you. 

 

The information in this document is for 

informational purposes only and is not intended 

to be legal, financial, or other form of advice and 

no legal or business decision should be based on 

its content.
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At a Glance 

CONTACT BROADRIDGE TO: SUBMIT TO: 

Submit a Search Card Search.Card@Broadridge.com 

Submit Proxy to Create VIF Issuer.VIF@Broadridge.com 

Submit URL for e-Delivery URL.Delivery@Broadridge.com 

Request a NOBO List  NOBO.Production@Broadridge.com 

Request Analytical Reports Broadridge.Reports@Broadridge.com 

General Inquiries Client.Relations@Broadridge.com

Services for Issuers – call your Client Service Professional for       
additional information 
 
SHAREHOLDER DATA ANALYTICS  
Broadridge's unparalleled data on shareholder proxy 
voting behaviour enables us to tailor 
communications to maximize shareholder 
engagement and response, saving you time                        
and money. 
     •    Data-Driven Targeting 
     •    Single-Source Accountability 
     •    High-Impact Communications 
     •    Expense Management 
     •    Real-Time Insight 
     •    Transparent Billing 
 
SHAREHOLDER DATA SERVICES 
Shareholder Data Services offers you a 
comprehensive report that provides a unique,                 
multi-dimensional view of data.  
     •    Achieve a clear view on voting favourability 
          and potential impact to your proposal 
          outcome and target optimal 
          populations to increase vote participation. 
     •    Monitor voting daily to understand potential 
          issues early in a campaign, and keep 
          executives up to date. 
     •    Uncover cost-effective ways to distribute 
          proxy material to your securityholders and 
          maintain a successful outcome. 
 
ESG ADVISORY SERVICES 
As more investors seek the long-term performance advantages of environmental, social and governance factors, ESG shifts 
from a corporate responsibility to an integrated business strategy based on long-term financial relevance. Whether you are 
starting from the ground up or looking for new ways to enhance and promote their ESG capabilities, and effectively position 
your ESG program with institutional investors, we provide a scalable, proven approach. 
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Get started with an exclusive view 
 
Free to clients, quickly compare your firm’s 
sustainability and ESG record against your industry — 
and your country.

The Broadridge ESG Performance Dashboard is a single web-based solution designed for seamless assessment of your 
performance across environment, community, employees and governance. Access unparalleled industry insights and gain a 
comprehensive view of the factors impacting your ranking. Now, you can execute your ESG strategy with confidence.   

Working with CSRHub, a leader in sourced ESG ratings data, our dashboard draws upon 700 ratings sources—aggregating 300 
million data points to deliver a clear perspective of how the world sees your ESG performance. And through our partnership 
with Novisto, clients can also support their internal ESG data collection and reporting with a dedicated platform that replaces 
manual processes, multiple spreadsheets, and inefficient email-based workflows. Novisto helps teams centralize ESG data, 
streamline collaboration across departments, and produce consistent, audit-ready disclosures that stand up to investor and 
regulatory scrutiny. 

To learn more, click here.
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Services @ Broadridge
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MY BROADRIDGE TEAM 
Your client service and sales representative will appear under My Broadridge 
Team on the Home Page at MyService.Broadridge.com.

ONLINE ACCESS TO BROADRIDGE 
Use the guide for the online portal for issuers and transfer agents. It walks 
you through all the features of ICSOnline Campaign Manager available at 
MyService.Broadridge.com.

With access to MyService.Broadridge.com, you have the ability to view:  

     •    Your company profile (and update). 
     •    Calculation of Canadian regulatory dates for Notice and Access or Traditional meeting material deliveries. 
     •    Calculation of estimated postage for Canadian and U.S. mailings. 
     •    Preliminary and record date material requirements for Traditional and Notice and Access mailings. 
     •   Tabulated votes as they are submitted, including proxy appointments.  
     •   Access your U.S. NOBO list once it's available.

ICSONLINE CAMPAIGN MANAGER — ONLINE ACCESS FOR ISSUERS AND AGENTS 
MyService.Broadridge.com provides issuers and their agents with online access to information and services that support 
proxy and securityholder communication processing needs. 

Visit MyService.Broadridge.com and enter your email address and password. If you are a first-time user and do not have a 
password, you will need to have your online profile created by your Client Service Professional.

•     Client Service Professional 
      Client Contact 
      Client.Relations@Broadridge.com 

•     Sales Representative 
      Sales Contact 
      ProxySalesGroup@Broadridge.com 

•     Issuer Services Client Management Team

https://sso.net.broadridge.com/cc/icsonlinelogin.do?TYPE=33554433&REALMOID=06-8c75c928-82de-4588-956d-3da6bbe0cc34&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=56933_icsonline_webappext&TARGET=$SM$HTTPS%3a%2f%2feast-myservice%2ebroadridge%2ecom%2f
https://sso.net.broadridge.com/cc/icsonlinelogin.do?TYPE=33554433&REALMOID=06-8c75c928-82de-4588-956d-3da6bbe0cc34&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=56933_icsonline_webappext&TARGET=$SM$HTTPS%3a%2f%2feast-myservice%2ebroadridge%2ecom%2f
https://sso.net.broadridge.com/cc/icsonlinelogin.do?TYPE=33554433&REALMOID=06-8c75c928-82de-4588-956d-3da6bbe0cc34&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=56933_icsonline_webappext&TARGET=$SM$HTTPS%3a%2f%2feast-myservice%2ebroadridge%2ecom%2f
https://sso.net.broadridge.com/cc/icsonlinelogin.do?TYPE=33554433&REALMOID=06-8c75c928-82de-4588-956d-3da6bbe0cc34&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=56933_icsonline_webappext&TARGET=$SM$HTTPS%3a%2f%2feast-myservice%2ebroadridge%2ecom%2f
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VIRTUAL SHAREHOLDER MEETINGS 

     •    Our Virtual Shareholder Meeting (VSM) platform delivers a modern, user friendly experience designed to support  . . . . .
          seamless, efficient, and fully compliant. 
     •    A clean, contemporary design with straightforward navigation ensures that issuers, shareholders, and guests can easily  .
          participate and engage throughout the meeting. 
     •    Administrators can quickly manage shareholder inquiries with built in filters —such as name, share range, timestamp,  . .
          and category, making it simple to organize, review, and respond in real time. 
     •    Board members and VIPs receive secure, direct access links, enabling them to join the event quickly and without extra steps. 
     •    The platform supports a smooth day of meeting experience with features designed to maintain order, accessibility,                          
           and engagement: 
          o Adjustable limits on shareholder question submissions 
          o Configurable character limits for the ASK A QUESTION feature 
          o Optional closed captioning 
          o Support for pre recorded audio and video roll ins 
          o Guest access with the ability to view the meeting and submit questions 
          o ADA friendly accessibility language and functionality 
     •    Investors can generate their Proxy Appointment credentials online, eliminating the need for additional registrations or 
          third party sites to join the meeting or vote.

DISCLOSURE SOLUTIONS 
Broadridge provides the only true single-source solution for all your document management, regulatory compliance and 
securityholder communications needs including print. Whether raising capital, managing disclosure documents, planning your 
annual meeting, or communicating with securityholders, we can help you do more, with less effort, and at a lower cost. Enjoy 
the speed and convenience of a more streamlined, efficient process. Our unique, single-source solution eliminates                   
complexity so you can achieve deeper insight, greater transparency, and better governance—while enriching the 
securityholder experience.  
 
INTEGRATED CROSS-BORDER ACCOUNT MANAGEMENT 
Broadridge offers seamless cross-border account and project management services through a single point of contact in 
Canada. Our client management team works directly with our U.S. colleagues, eliminating the need for you to manage several 
points of contact for your Canadian and U.S. proxy (non-contested), disclosure and other mailing requirements. 
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STEP 1 
 

Planning Process
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STEPS 

Planning Process  

Distribution Process 

Voting Process 

Invoicing



Things to consider 
 

•    Will you be hosting a physical, virtual or hybrid securityholder meeting? 

•    Will your record and meeting dates allow enough time to mail using 

     Notice and Access? 

•    Investors are moving in and out of positions, therefore the results from the Early  

     Search could be significantly different from the final results that you receive as

      of the Record Date. 

•    Analytical Reports (e.g., Notice and Access Cost Analysis, Share Range Analysis) 

     can help you develop a cost and time-effective mail strategy. 

•    Instruct your agent to indicate to distribute material electronically. 
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MEETING PLANNER – PROXY TIMELINE 
The Broadridge Meeting Planner is a useful tool to manage all your critical dates. It is designed to assist your company in 
meeting its regulatory obligations for a well-executed securityholder meeting. There are many time-sensitive components to 
planning and executing a securityholder meeting, including: 
     •    Managing print production.  
     •    Notifying constituents. 
     •    Completing securityholder searches. 
     •    Coordinating printed and electronic document delivery through intermediaries. 
     •    Compliance reporting. 

Go to MyService.Broadridge.com. Select ICSOnline Campaign Manager > Click on Tools > Proxy Timeline.  

For assistance, please contact your Client Service Professional or email Client.Relations@Broadridge.com.
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If hosting a Virtual Shareholder Meeting with Broadridge, your Client Service Professional can provide a detailed timeline to 
track important milestones.

https://sso.net.broadridge.com/cc/icsonlinelogin.do?TYPE=33554433&REALMOID=06-8c75c928-82de-4588-956d-3da6bbe0cc34&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=56933_icsonline_webappext&TARGET=$SM$HTTPS%3a%2f%2feast-myservice%2ebroadridge%2ecom%2f


DATA COLLECTION 
National Instrument 54-101 (NI 54-101) and U.S. Securities and Exchange Commission Rule 14a and 14b require issuers to 
notify or “search” financial intermediaries that hold the issuer’s securities. The intermediaries must be notified at least 20 days 
before the meeting record date for intermediaries in the Broadridge system to calculate the number of beneficial securityholders for 
your company. This important communication, the “Request for Beneficial Ownership Information” (NI 54-101 F2) and Search 
Card, provides us with four critical pieces of information:  

     •    Meeting date. 
     •    Record date for the meeting. 
     •    Anticipated date of material delivery for mailing.  
     •    Deliver electronically 

The earlier Broadridge receives this notification, the sooner we can provide you with an estimate of the number of copies of 
documents required for the mailing to your beneficial owners.  
 
SELECTION CRITERIA 
Under NI 54-101, the Intermediary Client Response Form 54-101F1 provides beneficial securityholders with the option to 
receive meeting materials, as follows: 

     •    Receive ALL securityholder documents sent to beneficial owners of securities, or 
     •    Receive ONLY proxy-related documents that are sent in connection with a SPECIAL meeting, or 
     •    DECLINE to receive ALL securityholder documents sent to beneficial owners of securities. 

However, even if the beneficial owners of securities decline to receive these types of documents, issuers are entitled to send 
them to all (100%) securityholders if they wish to do so. 

The selection criteria noted above does not apply to U.S. reporting financial intermediaries. U.S. search results are based on 
mailing to all beneficial (100%) securityholders. 
 
REQUEST FOR BENEFICIAL OWNERSHIP INFORMATION (RBOI) RESPONSE 
The Beneficial Ownership Information Response may be used to estimate the paper quantities for disclosure information such 
as annual reports, information circulars and notices for: 

•    Traditional Mailings, or 
•    Notice and Access Mailings. 

You are also provided the print reductions realized from document suppressions resulting from Broadridge’s managed accounts, 
consolidation and ProxyEdge® processing and the number of emails that can be used for material distribution. Please ensure 
that you have indicated email delivery. It is important to deliver material to investors using their preferred delivery channel, 
especially when the preferred channel is email.  

Approximately three business days after receiving a search card, Broadridge will send an electronic RBOI file to you or your 
designated agent. This report shows:  

     •    Number of accounts searched by Non-Objecting Beneficial Owners (NOBO) and Objecting Beneficial 
          Owners (OBO).  
     •    Selection criteria.  
     •    Language preference.  
     •    Amount of material required for mailing.  
     •    Number of email addresses that can be used if electronic delivery is implemented.  
     •    The number of annual reports that are required based on the responses received by Broadridge (Note: this is only available 
           when Broadridge's Consent Management Services was used) 

You or your agent can also view this information at ICSOnline Campaign Manager.  
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NON-OBJECTING BENEFICIAL OWNERS (NOBO) LISTS 
NOBOs have indicated to their intermediary that they do not object to releasing their names to issuers. Broadridge plays a 
key role as the facilitator between issuers and NOBOs because of our unique relationship with approximately 850 brokerage 
firms in Canada and the United States. When an issuer needs a NOBO list, Broadridge is the single-source service provider with 
direct electronic access to most broker back office systems. Broadridge Canada is now providing both U.S. and Canadian 
intermediary NOBO lists.  You can submit your NI 54-101 F2 with Undertaking, and U.S. NOBO Request Form with Notary 
Attestation to NOBO.Production@Broadridge.com. 
 
CANADIAN NOTICE AND ACCESS 
What is Notice and Access? 
Canadian securities regulators amended two regulations – National Instruments 54-101 and 51-102 – which enable issuers to 
offer securityholders the option to receive certain meeting materials and continuous disclosure information using the Internet. 
Issuers must also comply with any corporate law and may need to seek exemptive relief for its use. This is in addition to the 
traditional print and mail delivery of annual and interim financial statements and MD&A.   
 
Notice and Access Rule  
The intent of the Notice and Access rule is to provide issuers with the opportunity to leverage technology and reduce the 
costs associated with the securityholder meeting material distribution process, which may result in significant savings from 
lower printing and postage costs.  

Issuers can mail a Notice to securityholders instead of a traditional Full Set of meeting material, directing them to a website 
to access the material over the Internet and vote their securities using their preferred method: Internet, telephone or paper return.  

Upon first use of Notice and Access, the issuer must file on SEDAR+ their intent to use Notice and Access at least 25 calendar 
days in advance of the record date. Issuer participation for Notice and Access is voluntary.  

The Notice must be mailed at least 30 calendar days in advance of the securityholder meeting date. The record date must be 
at least 40 days in advance of the meeting date.  
 
How Notice and Access Impacts Your Securityholders 
It is important to note that Notice and Access is a paper distribution method.  Issuers can continue to eliminate paper Notice 
and Access distributions by using email. Notice and Access offers many benefits to both issuers and securityholders. 
Securityholders can provide a preference for how they wish to receive material whether through a web link or a physical mailing; 
they can also decide, after opting for Notice and Access delivery, to switch back at any time to a Full Set of paper-based 
information through the postal service. Notice and Access reduces printing and postage expenses and has an environmental 
benefit as less paper is recycled or goes into landfills and carbon emissions are reduced as physical delivery of documents declines. 
 
Understanding the Impact on Securityholders  
Canadian Notice and Access packages include a Voting Instruction Form (VIF) and return envelope. 

The Notice must include the following: 
     •   Sections of the information circular where disclosure of the items to be voted on can be found. 

     •   Estimated date and time to request paper material to receive in advance of the meeting. 

     •   How to return voting instructions. 

     •   A toll-free number securityholders can call to get information about Notice and Access. 

     •    Plain language explanation that includes stratification criteria (see below) used (if any). 

 
Stratification Criteria  
Issuers can choose a select group of securityholders to receive Full Set paper materials based on: 
 
Geography: Material Selection: Share Threshold: 

• Canada – National or Provincial • All materials Using a share range to determine  
• U.S. • Special meeting materials the threshold for delivery of the full  
• Foreign • Decline to receive material package meeting material 

When using stratification, it must be disclosed in the information circular. 

12



S.E.C. NOTICE AND ACCESS MODEL  
Broadridge Canada can support the S.E.C. Notice and Access model. This model can be mailed from Canada and the United 
States. You and your agent must explicitly request the use of the S.E.C. model, it should be noted on the search card 
as the material and timing requirements are significantly different.  
 
6”X 9” NOTICE  
In order to fit in a 6”x9” envelope you MUST arrange to have the Notice folded, as well as any other documents to be 
mailed with the Notice. Canadian issuers’ proxy-related expenses have the potential to decline significantly by 
implementing Broadridge’s Notice and Access delivery service. National Instruments 54-101 and 51-102 provide most issuers 
with the option to use Notice and Access, which, depending on the number of securityholders, has the potential to generate 
printing and postage savings. Instead of mailing full packages in 9” x 12” envelopes, issuers can send out notices in 6” x 9” 
envelopes that require much less printing. This, in turn, reduces package sizes and weights so less postage will apply.  
 
NOTICE RECIPIENTS REQUESTING FULL SET OF MEETING MATERIAL  
Online access: ProxyVote.com 
Telephone access: 1-877-907-7643 

In addition to the Notice and Access delivery service, Broadridge can also collect requests from securityholders who receive 
Notices and then decide to request Full Sets of the meeting material. Broadridge will fulfill the full set requests and manage 
the material inventories to ensure timely delivery to investors. Issuers must ensure that sufficient inventory of meeting 
materials have been printed to fulfill the demands for full set materials.  

Issuers have the option to fulfill investor material requests in-house by using Broadridge’s Material Request Services. Fees will be 
applied when the Broadridge toll-free fulfillment or inquiry lines are published on the Notice form. 
 
FULFILL INVESTOR MATERIAL REQUESTS IN-HOUSE 
When an investor requests meeting material, Broadridge can send you an email notification. It will advise you that an Excel file is 
available for you to download so you can prepare labels to mail the meeting material.  

NOTE:  The meeting materials will remain accessible at ProxyVote.com for a period of at least one year after posting.
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Things to consider 
 

•   We mail material directly to the securityholder on behalf of many of the banks 

     and brokers in the industry. As a result, we may be responsible for mailing a 

     large portion of your company’s material. 

•   Utilize email to deliver your meeting materials.  Provide URL to Broadridge as 

     early as possible. 

•    Advanced planning is required to distribute proxy materials in the most 

     cost-effective manner. 

•   We can provide insight and assistance to help manage requirements for, and 

     implications of, various mailing methods. 

•   We provide a single point of contact in Canada, to manage both the Canadian and 

     U.S. proxy mailings

BROADRIDGE  |  CANADIAN CORPORATE ISSUER SERVICES
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NATIONAL INSTRUMENT 54-101 (CANADA) AND S.E.C. RULE 14A AND 14B (U.S.) 
Three business days after the established record date for your meeting, Broadridge will provide you or your agent with an 
electronic Record Date Material Order Quantity Report (RDC). This report shows the exact amount of material Broadridge 
Canada and Broadridge U.S. will require to complete the mailing. Do not ship less than this amount. NI 54-101 and S.E.C. Rule 
14a and 14b require that all beneficial securityholders who are to be provided materials, must receive the same notification and 
material as registered securityholders. 

The RDC also provides the amount of material that was deducted from material counts for e-delivery unless otherwise 
indicated. You may also view this information on ICSOnline Campaign Manager. Please ensure you provide the URL for 
your material to URL.Delivery@Broadridge.com as soon as it is available. We offer web hosting services at a fee. Please 
note that if a URL is not provided by the specified mail date, applicable hosting charges will be applied.   
 
NATIONAL INSTRUMENT 51-102 – CONTINUOUS DISCLOSURE OBLIGATIONS 
For Canadian issuers who subscribe to Broadridge’s Consent Management Service (CMS), the RDC will provide you with the 
number of copies of the annual financial statements and MD&A reports that are required for shipping. These documents will 
be inserted into the Canadian proxy packages of those securityholders who have opted to receive them. CMS is used to gather 
and store investor consent data. Using our consent service will optimize your consent solicitations by imaging the request for 
annual and/or interim continuous disclosure documents directly on the Voting Instruction Form and is also available on 
ProxyVote.com and the telephone voting service. There is no need to print separate financial request cards. 
 
THIRD-PARTY FINANCIAL REPORT REQUEST CARD FORWARDING (NATIONAL INSTRUMENT 51-102) 
Many investors mistakenly include issuer financial request cards in the business reply envelopes that are meant for returning 
VIFs to Broadridge. Broadridge will collect the request cards and send them weekly to you or your agent. A nominal handling fee 
will be charged for this service. 
 
PROXYEDGE.COM 
Broadridge’s processing technology identifies those institutional securityholders that use the ProxyEdge voting platform and 
eliminates any paper delivery requirements. 
 

COMPREHENSIVE, FULL-SERVICE PRINTING AND DISTRIBUTION 
We provide Canada’s only true single-source, end-to-end solution for document management, regulatory compliance and                          
securityholder communications. Our full range of services includes document composition, printing, proxy and annual meeting 
services, online voting, and data and analytics. 

 

 
How to Deliver Your Securityholder Information 
 
There are a variety of delivery options in Canada and the U.S. Your Client Service Professional will help you design a plan to fit 
your mailing schedule and budget. Maximize your savings by sending your meeting material through email, where consent has 
been provided by the investor.  
 
 
Electronic Delivery Services 
 
Issuers should deliver meeting material electronically to investors whenever possible. Minimize delivery timeframes caused by 
paper postal delivery channels and disruptions. Emails will contain hyperlinks to the material and to ProxyVote.com with embedded 
control numbers. Ensure you provide the URL material links to URL.Delivery@Broadridge.com or have Broadridge host the 
materials for you. Web hosting charges will apply if a URL is not provided by the mail date..  

https://sso.net.broadridge.com/cc/proxyedgelogin.do?TYPE=33554433&REALMOID=06-8d1b7c2a-dae5-4a69-a746-d70fe0bef606&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=65422_proxyedge&TARGET=$SM$HTTPS%3a%2f%2feast%2eproxyedge%2ecom%2f
https://east.proxyvote.com/pv/web
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EMAIL NOTIFICATION 
When meeting material is released to the postal service for mailing, all 
accounts with an email preference will be sent an email notification 
with a control number, key information about the meeting and record 
dates, and a URL link where materials can be viewed.  
 

EMAIL FAILURES 
An email notification will be sent up to three times to attempt delivery. 
If it is undelivered after the third attempt, it will be deemed 
undeliverable, and a paper notification will be mailed to the 
securityholder’s address of record. The notification contains the 
following: 
     •    Issuer name, 
     •    Meeting information, 
     •    Control number, 
     •    URL links to material, 
     •    Confirmation that the e-delivery enrollment has been  
          suspended, and  
     •    A request to update the email address at InvestorDelivery.com. 

The email status is changed to “inactive”, and all future deliveries will be 
mailed by postal delivery until the email address is corrected or updated.

BROADRIDGE  |  CANADIAN CORPORATE ISSUER SERVICES
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Voting Instruction Form 

Voting Options

Proxy Deposit Date

Control Number for 
Electronic Voting

Meeting Location

Request Financial 
Reports (if available)

Alternate Appointee

Voting Side

Important Dates

Voting Instruction Form (VIF) 
Broadridge uses your proxy card to create the VIF, which is a standardized one-page document that we send to beneficial 
securityholders on behalf of intermediaries. The VIF, like the proxy card, lists the securityholders’ information and vote proposals. 
Beneficial securityholders use the VIF to instruct their intermediaries on how to vote their securities. 

Please provide Broadridge Canada with a copy of your final form of proxy to facilitate the composition of your VIF. 

Send it via email to Broadridge at Issuer.VIF@Broadridge.com  (in Word or PDF format).  
 

 
 

NON-STANDARD LANGUAGE ON VIF 
The VIF undergoes an extensive quality control review before it is printed. The standard template for these documents has 
been reviewed by our intermediary clients. Requesting a sample for review is not necessary and may result in delaying your 
mailing. Customizations of the VIF can be made on the proposals only, additional fees will apply and may delay the mailing.
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PROXYEDGE 

Institutional investors manage and vote using ProxyEdge, Broadridge’s online institutional proxy voting system. This service 
offers issuers the following benefits: 
     •    Reduced institutional investor mailing costs for issuers – we suppress all but one hard copy mailing to 
          each institutional investor. 
     •    Better institutional investor experience – they prefer standardized, interactive information instead of printed matter. 
     •    Reduced environmental footprint.  
 
CONSOLIDATION 
A securityholder with multiple accounts at the same intermediary may receive a separate VIF for each account and only one 
set of proxy material. 
 
MANAGED ACCOUNT PROCESSING (SPECIAL PROCESSING) 
Accounts that have delegated voting authority to a money manager (or investment advisor) are combined into a single 
distribution to the money manager based on instructions and data provided by intermediaries. This includes a VIF and one 
set of meeting materials, which reduces material cost and postage. Voting instructions received from a money manager pass 
through to each of the underlying beneficial accounts to enable reporting at the beneficial owner account level. 
 
 
Print Delivery Guidelines 

MATERIAL REQUIREMENTS 
Broadridge provides preliminary material quantities before your record date. These numbers are estimates only. Final 
numbers will be provided to you or your designated agent three business days after your record date.  

We also deliver Full Sets to securityholders who have standing instructions, and manage the inventory, for issuers that use 
Broadridge’s Notice and Access Fulfillment Service. Excess material can be requested to be returned at least two weeks 
before the mailing is completed. Excess material will be recycled 30 days after your meeting date if unless alternate 
instructions are provided to Broadridge.  
 
PACKING AND LABELING  
Please follow the guidelines below: 
     •    Print the name of the issuer on each box or skid. 
     •    Print the job number on each box or skid (contact your Client Service Professional for this information) or refer to  
          your Record Date Material Order Quantity Report. 
     •    List the number of skids/boxes per job. 
     •    Include the following on the packing slip: 1) number of enclosures 2) number of skids/boxes per enclosure 3) description of 

the enclosures and corresponding piece counts (Example: Information Circular - 500 and Annual Report - 500). 
     •    Label each box (Example: 1 of 3, 2 of 3, 3 of 3) per job. 
     •    Tape a sample of each enclosure on top of each box or skid. 

Spiral binding, non-standard material size (e.g. Paper sizes exceeding 8 ½ x 11 inches or A3) or commingled boxes 
and/or skids may result in delays and additional processing fees that will be added to your mailing invoice.  

Additional costs may be avoided by using skid pack rather than packaging in boxes. Stapled material must be 
manually inserted which may result in additional fees. 
 
ADDITIONAL MATERIAL HANDLING 

Processing fees for mailings that require manual insertion will apply for material requiring folding, nesting, and material that 
is cornered stapled or outside of CPC standard dimensions. Fees will be conveyed to issuers on a case-by-case basis and will 
depend in part on the number of pieces and the complexity of the mailing. 

For larger shipments (over 2,000 pieces) skid pack rather than box your material. This will reduce shipping costs and 
material waste and streamline the mail process to expedite your mailing.   
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ACCELERATED MAILINGS (RUSH MAILINGS) 
Using the Accelerated Mail Date service will ensure that materials are inducted in the postal service (or international 
provider) according to your unique requirements. This enhanced option prioritizes a mailing, shortening the turnaround time 
up to and including the same day material is received. Please contact your Client Service Professional for more information 
on this enhanced service. Please note that not all requests may be accommodated.     
 

Packing Dos and Don’ts       

For material quantities greater than 2,000 pieces pack 
materials on open skids. 

Use the following skid dimensions: 
     •    Width – 42” (107 cm) 
     •    Length – 48” (122 cm) 
     •    Packing Height – 50” (127 cm) 
 
Insert 40” x 48” (102 x 122 cm) slip sheets on top of         
materials at one foot intervals. 
 
Use pallets with cross beam support. 
 
Wrap materials on skids with cardboard, wood on top 
and banding. If there is no cardboard wrapping, skids 
must have corner boards, wood tops, banding and 
shrink wrapped. 
 
For material quantities less than 2,000 pieces pack                     
material in boxes. 
 
Separate and identify English and French materials.  
 
 
Have the same material item count in each bundle,                  
except for any partial last bundle. 
 
Instruct your material provider to segregate your                 
company material from other companies’ materials. 

For material quantities greater than 2,000 pieces – Do not 
pack material in boxes.  

Don’t exceed the recommended skid dimensions to avoid 
damaging the materials. Don’t exceed 40 boxes per skid. 

 

 

Don’t put separators between individual sets of materials. 
 
 
Don’t use broken pallets or those without crossbeam support. 
 
Don’t ship materials unless it is on undamaged and                       
securely wrapped skids.  
 
 
 
Don’t wrap materials individually or in sets of 5, 10, etc. 
 
 
Don’t mix English and French materials on the same skid        
or box. 
 
 
 
 
Don’t commingle documents - example: keep Meeting               
Circulars separate from Annual Reports.

Note: Due to the volume of deliveries we receive, Broadridge does not count all material at the time of receipt. We verify the 
quantity of each item received (boxes/skids) and compare it to the packing slip provided by the shipper. We then estimate all the 
material received using a series of calculations involving weight, piece count per box/skid, and total box/skid count. Any 
discrepancies or shortages are communicated to the issuer as soon as practicable thereafter.

DO DON’T



Mailing to Securityholders Through Broadridge’s Facilities 
Broadridge delivers mailing packages to the postal services as follows: 
     •    Canada - within three business days of receipt of all mailing material. 
     •    U.S. - within five business days of receipt of all mailing material. 
 
POSTAL RATES AND PROCESSING OPTIONS 
All of Broadridge’s print media meet or exceed Canada Post addressing and packaging requirements. This allows issuers to 
take advantage of reduced postage and incentive programs (if applicable). The following mail options pertain strictly to 
domestic mail, and therefore, do not apply to U.S. or International mail, unless we are advised otherwise. 

In accordance with NI 54-101, Broadridge Canada will process mailings within three business days from the time all 
components of the mailing are received, when using Lettermail (i.e. First Class). We require at least 50% of each mailing 
component, including VIF approval, if required, to commence processing. Broadridge may also use service providers other than 
Canada Post to deliver mail to non-Canadian destinations to ensure it reaches securityholders in a timely manner. 

Go to canadapost.ca/ilmguides for current postal rates.  

The materials supplied by Broadridge, which include the business reply envelope, VIF and outgoing package (envelope or 
polywrap), weigh approximately 30 grams. This weight should be taken into consideration when determining your overall 
package weight. 
 
LETTERMAIL (FIRST CLASS MAIL) – DELIVERY TIME: 2-4 BUSINESS DAYS 
This option is divided into two categories: Short and Long, and Oversize. Postage varies for Lettermail  based on the size of the 
package and weight. 
     •    Short and Long Lettermail (example: 6” x 9” envelope):                                                                                                                                
          Up to a maximum of 50 grams (subject to Canada Post size restrictions). 
     •    Oversize Lettermail (example: 9" x 12" envelope): 
          Up to a maximum of 500 grams (subject to Canada Post size restrictions).  

Broadridge may mail Notice and Access packages using Oversize Lettermail, if the material to be included exceeds the 
dimensions required for Short and Long Lettermail.  

Although Canada Post makes every effort to meet their published standards, they are not guaranteed. For details, refer to the 
Delivery Standards at canadapost.ca. Lettermail is not traceable through the postal system.  

 
EXPEDITED PARCELTM – DELIVERY TIME: 1-7 BUSINESS DAYS - PACKAGE WEIGHT OVER 500 GRAMS 

Packages are classified as Expedited Parcel when any of the specified dimensions of Oversize mail are exceeded. Broadridge 
designed its applications to support Canada Post’s Expedited Parcel product. This mail product allows large and heavy packages 
to be delivered to securityholders within similar timeframes as Lettermail. Postage costs vary based on the distance from the 
point of mailing to the destination.  

Broadridge explored other Parcel delivery products with Canada Post and found Expedited Parcel to be the most efficient to                
meet issuer delivery requirements. As a result, other Parcel delivery products offered by Canada Post are not supported 
by Broadridge. 
 
INCENTIVE RATES 
Canada Post offers reduced rates on large mailings that qualify for Machineable Lettermail.  

Broadridge processes addresses through verification software to ensure issuers qualify for Canada Post incentives. Canada Post 
timelines are as follows: 
     •     Machineable Lettermail: 2-4 business days: A minimum of 1,000 packages with Canadian addresses must be mailed  
          to qualify. Contact your Client Service Professional to determine if your mailing qualifies. 
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ADVANCE PAYMENT 

We will send you an advance payment request that you are required to pay before we commence mailing your documents to 
securityholders. This is standard industry practice. The request will provide you with an estimate of the Canada Post postage, 
plus applicable fees. You must forward payment in full in advance of the mailing. Payment options include ETF, Wire Transfers, 
Direct Deposit, Cheque and E-Transfer (some restrictions apply). The advance payment will be applied to your mailing invoice. 

MAILINGS ON BEHALF OF U.S. INTERMEDIARIES 
Most U.S. intermediaries’ mailings are processed at Broadridge’s Edgewood, New York facility.  Note that there is no requirement to 
Lettermail when mailing proxy material in the U.S. Broadridge works closely with the United States Postal Service (USPS), United 
Parcel Service (UPS) and other mail carriers to offer unmatched service to you. With a wide range of mailing options, your Client 
Service Professional will work with you to design a plan to fit your mailing time frame and budget. Please note, whichever option 
you choose, the cost will vary based on the size, shape and weight of the material.  

USPS MAILER IDENTIFICATION (MID) 
All mailing vendors must provide USPS with a Mailer Identifier (MID) when presenting material for delivery. The MID is a unique 
6- or 9-digit number assigned by the USPS. This number identifies the owner and the sender of the mail piece. To ensure
compliance with this regulation and the continuation of postal and presort discounts, issuers must provide Broadridge with this
number. If you do not already have a MID from the USPS, Broadridge can assist you with obtaining one at no cost. If you have any
questions, please contact your Client Service Professional or the USPS at usps.com.

STRATIFIED MAILING  
Broadridge can separate securityholders into two populations by a given share amount. Stratification allows issuers to specify a 
different mail class for each population. By stratifying a mailing, issuers can achieve substantial postage savings while expediting 
mail to their largest securityholders. Generally, 20% of securityholders hold 80% of the beneficially-held shares. Below are 
examples of a typical stratified mailing. Many issuers choose a stratification threshold of 10,000 shares. With this stratification level, 
the mailing may look as follows: 

• Securityholders holding 10,000 shares and above will be mailed using First Class Alternative.
• Securityholders holding less than 10,000 shares will be mailed using USPS Standard Mail.

OR 
• Securityholders holding 10,000 shares and above will receive Full Sets.
• Securityholders holding fewer than 10,000 shares will receive the Notice of Internet Availability if using Notice and Access. 

Requesting a standard or custom share range analysis will be useful in determining share amounts and break points when selecting 
postage or shareholders to receive Notices and Full Sets. 

A Stratification Fee will apply if you opt to use two or more mail methods. 

Delivery Hours and Addresses 
The delivery hours noted below are for business days only. 

BROADRIDGE CANADA HOURS  

June through February (Monday – Friday) 8:00 a.m. to 4:00 p.m. (Eastern Time). All other times by appointment only. 
March through May (Monday - Friday 7:30 a.m. to 6:00 p.m. (Eastern Time). 

Deliveries that are received after 3:00 p.m. will be posted for the following business day. 

BROADRIDGE CANADA LOCATION 

2601 – 14th Avenue, Markham, Ontario, Canada L3R 0H9 

BROADRIDGE U.S. HOURS 

May through February (Monday – Friday) 8:00 a.m. to 4:00 p.m. (Eastern Time). Closed Saturday and Sunday. 
March and April (Monday – Friday) 6:30 a.m. to 4:00 p.m. (Eastern Time).  

Deliveries received after 4:00 p.m. will be posted for the following business day. 
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BROADRIDGE U.S. LOCATION 
51 Mercedes Way, Edgewood, NY 11717 
Receiving office 631-254-7297 
24-hour Direction Hotline 631-254-7553  
 
DELIVERY GUIDELINES  
     •    Deliveries may be diverted to an outside warehouse that is located within a five-mile radius. 
     •    Broadridge has instituted a fee for all material received which requires folding.  
     •    Saturday deliveries will be determined on a weekly basis in March and April. 24-hour advance notice required, 
          by appointment only – 631-254-7297. 
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STEP 3 
 

Voting Process

STEPS 

Planning Process  

Distribution Process 

Voting Process 

Invoicing
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Things to consider 
 

•    Voting results are available only after the mailing is completed. 

•    We provide complete Vote Reporting services for both beneficial and registered 

     proxy mailings. Using Broadridge as your master tabulator will ensure that 

     you have fully reconciled and audited vote reports delivered on time, on a daily 

     basis, covering the beneficial, registered and employee securityholder segments.

25
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Securityholders who receive a VIF or email notice may vote online at ProxyVote.com. This site is available 24/7. Securityholders may 
access the site using their control number or via the QR code on the VIF. The control number is printed on each VIF and 
embedded in email notices as a hyperlink.  Internet voting is available until 11:59 p.m. Eastern Time the day before a 
securityholder meeting.   
 
ProxyVote App 

Amplifies the experience with one click access to ProxyVote, giving investors anytime, anywhere 
access from any device. The app is available for download from the App Store and Google Play.The 
ProxyVote app allows investors to access, review and vote all their proxies as well as confirm their 
vote was counted in only a few swipes. Download it today and experience the convenience and 
simplicity investors expect from a mobile app.  
     •    Manage, review and vote in only a few taps  
     •    Create a unique profile and never need a control number again  
     •    Pre-set voting instructions for eligible meetings  
     •    Get alerts about upcoming meetings based on topics of interest  
     •    Access links to information about the Directors up for election and the individual meeting proposals  
     •    Receive final meeting results once meeting is complete. 
 
ProxyEdge 

ProxyEdge.com is the preferred voting method for institutional investors. 
 

Voting Methods 
 
Securityholders have four ways to vote: ProxyVote (retail), ProxyEdge (institutional), telephone (if available), and paper. 
 
ProxyVote

https://sso.net.broadridge.com/cc/proxyedgelogin.do?TYPE=33554433&REALMOID=06-8d1b7c2a-dae5-4a69-a746-d70fe0bef606&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=65422_proxyedge&TARGET=$SM$HTTPS%3a%2f%2feast%2eproxyedge%2ecom%2f
https://east.proxyvote.com/pv/web


Telephone 

Securityholders who receive a VIF may also vote via the telephone at 1-800-474-7493 (English) or 1-800-474-7501 (French). This 
service is available 24/7.  Securityholders must use a touch tone telephone and enter a control number. The control number is 
printed on each VIF. Telephone voting is available until 11:59 p.m. Eastern Time the day before a securityholder meeting. Proxy 
appointments cannot be captured on the telephone voting service. 
 
Solicitation Assistance 
An email notification in the form of a Solicitation Alert including custom unvoted reports will be distributed to intermediaries 
based upon dates and thresholds determined by an issuer. 
 

Omnibus Service 
 

ACCESS OMNIBUS REPORTS/VOTING REPORTS 

Go to MyService.Broadridge.com, Reports, Omnibus Report. Input at least two search criteria to obtain copies of the 
Omnibus Proxies. 
 
 
 
 
 
 
 
 
 
 
 

PURPOSE OF THE OMNIBUS PROXY 
The Omnibus Proxy transfers voting authority of securities from one party to another.  
 
RECORD HOLDER  
Refers to the Broadridge Intermediary Client holding securities at the Depository. Respondent refers to clients of the Broadridge 
Intermediary Client. 
 
INTERMEDIARY ROLE  
Upon direction from their account holders, the intermediary will provide Broadridge with clear instructions for setting up an 
account/accounts for Omnibus processing. 
 
TABULATOR RESPONSIBILITY  
The tabulator receives an Omnibus Proxy three business days after the Record Date.  
  
BROADRIDGE’S ROLE  
Three days after the Record Date, Broadridge will issue an Omnibus Proxy on behalf of the Record Holder to the tabulator 
listing the Respondent’s name, Respondent’s address, share position reported as at Record Date and Respondent’s Broadridge 
Client Number (if applicable) for the applicable security. The Omnibus Proxy informs the tabulator that the Record Holder 
passes voting authority to the Respondent named on the Omnibus Proxy for the amount of shares indicated which are held 
by the Record Holder at the Canadian Depository for Securities (CDS) or Depository Trust Company (DTC). If the Respondent 
is not a Broadridge Client, an Omnibus Proxy is still issued and sent to the tabulator. However, no formal votes are reported to 
the tabulator by Broadridge. The Respondent will be responsible for collecting votes from their underlying holders and 
reporting them by issuing an executed physical proxy to be deposited directly with the tabulator. 
 

Select
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WHO RECEIVES REPORTS?  
Tabulator and Issuer  

• The Omnibus Proxy: This report is issued in the name of the Record Holder and lists the Respondent’s names, 
addresses, Client Number (if Respondent is a Broadridge client) and shares reported to Broadridge based on the 
Record Holder’s Response File as of the Record Date for a particular security. 

• Respondent Identification: This report is issued in the name of the Record Holder and lists the Respondent names, 
addresses, and share position reported as at Record Date for a security. Broadridge sends these reports on behalf of  
the Record Holder to the transfer agent or issuer. 

 
Access to Voting Reports 

• Voting Reports (Multiple Proxies) that have been delivered to your meeting tabulator are also available to be downloaded. 

 

Over Reporting Prevention Service 
 
Over reporting refers to a situation where an intermediary submits votes for more shares than were registered with the 
depository on record date. 
 
BROADRIDGE’S OVER REPORTING PREVENTION SERVICE  
Purpose:  
        •      Provides the ability to compare the intermediary record date position to the CDS/DTC record date position. 
        •      Provides an alert to the intermediary when there is a potential over reporting condition or position imbalance. 
        •      Enables the intermediary to review votable position totals in order to reconcile, if necessary. 

Features:  
        •      Security positions can be reconciled to prevent over voting. 
        •      Allows intermediaries to vote the maximum allowable beneficial shares. 
        •      Mitigates industry concern about potential over voting. 
        •      Enables tabulators to work with intermediaries to avoid over voting. 
        •      Holds potential over votes in a pending status until investigated and cleared. 
        •      Combines CDS and DTC positions as one aggregate votable position total. 
        •      Deducts NOBO Omnibus positions from the total votable positions. 
 
RECONCILIATION OF POSITIONS  
The records of an intermediary must reconcile with the records of the person or company through whom the intermediary 
holds the securities. 

According to securities legislation, a Proximate Intermediary (see glossary) must not respond to a request for beneficial 
ownership information by providing NOBO security position information that, together with OBO security positions, exceeds 
the total security holdings of the Proximate Intermediary. Further, the total votes cast at a meeting by an intermediary or 
persons holding through an intermediary must not exceed the number of votes for which the intermediary has a proxy. 
 
EMAIL ALERTS FOR OUT-OF-BALANCE POSITIONS 
Intermediaries registered for the Over Reporting Prevention Service receive email alerts. 

On every event-driven record meeting date announcement, CDS provides Broadridge with the depository record date position 
of the security including and if applicable, any DTC position held at CDS. DTC held shares are included in the depository 
position. Broadridge then compares the depository position with the position received through an intermediary’s Record Date 
File. Broadridge nets any omnibus positions given or received from reported positions to enable omnibus reconciliation. 
Depending on the result of the position comparison, an email alert may be sent to intermediaries concerning the identified out 
of balance. 
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Vote Confirmation Service 
Along with the Over Reporting Prevention Service, the Vote Confirmation Service is part of an overall effort to provide end-to-end 
vote confirmation in Canada. The Vote Confirmation flag allows intermediaries who participate in the Over Reporting 
Prevention Service to enable vote confirmations for issuer meetings in which intermediaries hold positions. 

To use the Vote Confirmation flag, the following conditions apply:  

• Intermediaries must be subscribed to Broadridge’s Over Reporting Prevention Service.  
• Intermediaries must have provided to Broadridge their CUID clearing number; this enables the tabulator to 

apply the voting entitlement. 

 
Voting Services 
 
Tabulation 
Broadridge issues voting results on behalf of its intermediary clients based on the schedule below. The voting results are 
provided to the issuer or their master tabulator. The voting results reflect instructions received from beneficial securityholders 
and broker discretionary voting, if applicable. All security amounts are provided to Broadridge by intermediaries and are 
reflected on the Client Proxy without modification by Broadridge. 

     •    15-day Vote Report – if material is mailed 25 or more calendar days prior to the meeting, the first vote report will 
          be issued 15 calendar days prior to the meeting date. 
     •    10-day Vote Report – if material is mailed less than 25 calendar days prior to the meeting, the first vote report will be                
          issued 10 calendar days prior to the meeting date. 
     •    Daily Vote Reports (Supplemental Vote Reports) – after the initial vote is reported, daily reports will be issued up to               
          and including the meeting day, provided additional votes were received. 
     •    Day before Meeting – a vote report will be generated approximately 7:00 p.m. (Eastern Time) the evening prior 
          to the meeting. 
     •    Day of Meeting and/or Proxy Cutoff – three vote reports are generated (after 8:00 a.m., 12:00 p.m. and 4:00 p.m.).  

The first vote report Broadridge issues will be cumulative. It will show all the votes returned up to that time. Any 
supplemental vote reports will show only new or changed votes, which must be added to the votes previously reported.  
 
Electronic Vote Reporting 
Some tabulating agents use Broadridge’s electronic transmission of vote and appointee reports. Reports are transmitted each 
evening to the participating agents. 
 
Discretionary (Routine) Versus Non-Discretionary (Non-Routine) Proposals 

U.S. brokers, as member firms, follow the New York Stock Exchange rules on whether proposals are routine or non-routine and 
issue discretionary voting according to NYSE Rule 452. Since Canadian intermediaries and U.S. banks are not member firms, 
they do not have discretionary voting rights. Only routine proposals can receive a broker discretionary vote. 

Discretionary voting occurs when U.S. brokers vote the shares they represent whenever they do not receive an instruction 
from a securityholder. Non-routine proposals will not receive a U.S. broker discretionary vote. 

Discretionary voting can occur when the following conditions are met: 

     •    The NYSE deems the proposal routine. 
     •    Mailing occurs 15 calendar days or more prior to the meeting. 
     •    Mailing includes a notice of meeting, proxy statement and annual financial statements (annual report, Form 10-K or 
          financial statements). 
     •    Broker participates in issuing a discretionary vote. 
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Proportional Voting 

Under a proportional voting system, uninstructed shares vote in the same proportion as instructed shares, with no minimum 
amount of instructed shares being required. Some U.S. brokers have authorized Broadridge to suppress proportional voting to 
give their full discretion to vote with management’s recommendations for routine proposals (as classified by the NYSE). We 
calculate and issue, on a broker’s behalf, a proportional vote for the non-voted shares. Each firm determines the method of 
calculation of the proportional votes, to identify non-voted accounts. In some cases, brokers apply proportional voting to all 
non-voted shares, and in other cases, they apply proportional voting only to non-voted retail accounts. 

The proportional vote is calculated by taking the confirmed vote returns and calculating the percentage of For, Against and 
Abstain/Withhold votes. The percentages for each of these categories then apply to the remaining non-voted shares, and 
those shares apply to the appropriate voting category. The proportional vote is issued two business days prior to the meeting 
date. If we receive additional instructed shares from shareholders after the initial proportional vote is issued, the proportional 
shares will, if necessary, be adjusted and recalculated by Broadridge.
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Vote Report (Client Proxy)

BROADRIDGE INVESTOR COMMUNICATIONS CORPORATION (“BROADRIDGE”) HEREBY APPOINTS THE NAMED ISSUER PROXY NOMINEE(S) AS                  
PROXYHOLDER(S) ON BEHALF OF THE INTERMEDIARIES LISTED HEREIN.  THE TOTAL NUMBER OF SECURITIES INDICATED FOR EACH INTERMEDIARY                 
REPRESENTS SUCH INTERMEDIARY’S OVERALL POSITION AS OF THE RECORD DATE, WHETHER HELD IN ITS OWN NAME OR IN THE NAME OF A                    
DEPOSITORY OR CLEARING FIRM UNLESS OTHERWISE INDICATED ABOVE.  THE TOTAL NUMBER OF SECURITIES VOTED BY EACH INTERMEDIARY IS 
WITHIN SUCH INTERMEDIARY’S OVERALL POSITION.   

THE PROXYHOLDER(S) ARE INSTRUCTED TO VOTE AS INDICATED WITHIN THIS PROXY WITH RESPECT TO MATTERS IDENTIFIED IN THE PROXY.  

ON BEHALF OF THE NAMED INTERMEDIARIES, BROADRIDGE CONFERS UPON THE NAMED ISSUER PROXY NOMINEE(S) THE DISCRETIONARYAUTHORITY 
TO VOTE THE TOTAL NUMBER OF SECURITIES INDICATED HEREIN ON ANY AMENDMENT OR VARIATION TO MATTERS IDENTIFIED IN THE NOTICE OF 
MEETING OR SUCH OTHER BUSINESS AS MAY PROPERLY COME BEFORE THE MEETING OR ANY ADJOURNMENT OR POSTPONEMENT THEREOF.   

IF THIS PROXY READS SUPPLEMENTAL PROXY, IT REPRESENTS EITHER ADDITIONAL VOTING OR REVISIONS TO VOTING INSTRUCTIONS OR AUTHORITY 
PREVIOUSLY FILED ON BEHALF OF THE INTERMEDIARIES. 

THIS PROXY IS ISSUED PURSUANT TO AUTHORIZATIONS TO VOTE ON BEHALF OF THE INTERMEDIARIES NAMED HEREIN AT THE DIRECTION OF THEIR 
CLIENTS. SUCH AUTHORIZATIONS ARE IN FULL FORCE AND EFFECT AS OF THE DATE HEREOF AND ARE FILED WITH THE OFFICE OF BROADRIDGE. 

Signed by Broadridge
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CLIENT PROXY TERMINOLOGY  
The letters listed below correspond to the letters noted on the sample Client Proxy above: 

         This confirms whether the Client Proxy is an initial or supplemental report. After the initial Client Proxy is released, 
         all subsequent reports are titled SUPPLEMENTAL. 

                     Date Client Proxy is issued. 

         This is the Broadridge Client Number. The Depository Trust Company reporting number is provided for 
         reconciliation purposes. 

         This is the maximum number of securities that can be voted by each intermediary. 

                     Proposal/Item number.  Non-routine items will be indicated with an asterisk (*). 

                This is the CUID number associated with the Canadian Depository for Securities for the intermediary. 

         If securityholders withheld their vote for a specific director, a separate DIRECTOR EXCEPTION report will be issued. 
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         This is the vote-to-date as received by each intermediary. This field is shown only on a SUPPLEMENTAL Client Proxy. 

         This is the maximum number of securities that can be voted on the Client Proxy. 

         This is the number of securities that were voted on the Client Proxy. This number is inclusive of the intermediaries contained 
         in the report and does not take into account any other Client Proxies that were issued. 

                     Company name, CUSIP number, meeting date and record date. A separate Client Proxy will be issued for each nine-digit 
         CUSIP number. 

                This section explains Broadridge's voting authority and is signed by Broadridge on behalf of our intermediary clients.
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Meeting Services 
 
VIRTUAL SHAREHOLDER MEETING 

• Delivers both issuer and securityholder convenience, ease and security, plus all the other requirements of a 
successful meeting. 

• Flexible options – virtual-only or hybrid meeting. 
• Customized log-in and meeting pages with your branding, content, and messaging. 
• Administrative dashboard provides meeting controls and critical meeting information at a glance. 
• Pre- and post-meeting reports summarizing securityholder attendance and votes. 

Virtual Shareholder Meeting enables validation of each registered and beneficial securityholder before they enter the meeting 
via a unique control number provided to them for log-in. The unique control number gives securityholders the opportunity to 
ask questions during the meeting and gives the issuer flexibility in managing those questions. 

Securityholders easily connect to the company’s virtual meeting with an Internet connection and a media player. Participation 
couldn’t be easier.   

• If you wish, the meeting playback can be made available for 12 months. 

As industry pioneers, we have continued to enhance our Virtual Shareholder Meeting platform. You can conduct shareholder 
meetings online, providing the best experience for your audience. Live stream with audio or video, authenticate attendees, 
and enable validated shareholders to submit questions and vote their shares. 

A list of upcoming meetings and replays are available at: www.virtualshareholdermeeting.com. 

 
Validation and Scrutineering 
Broadridge provides a comprehensive suite of meeting services including scrutineering. Our professionals ensure the 
registration and validation process is managed efficiently for you.  
 
PROFESSIONAL REPRESENTATIVE 

     •    An experienced Broadridge representative provides you with a single point of contact to efficiently manage your 
          securityholder registration process. 
     •    Experienced personnel are on site or online to register and validate your securityholders and visitors who attend the          
          meeting in person using our Meeting Registration and Validation System (MeRV). 
 
REPORTS 

     •    Report of Securityholders and Proxyholders in Attendance. 
     •    Final Reports on Ballots (if polls are taken). 
     •    List of Visitors in Attendance. 
 

Contact your Client Service Professional today about your corporate meeting needs.
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STEP 4 
 

Invoicing

STEPS 

Planning Process  

Distribution Process 

Voting Process 

Invoicing
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Things to consider 
 

•   You will be invoiced by Broadridge Canada and Broadridge U.S. separately in 

     the local currency. 

•   You will receive as many as four (4) invoices for the Canadian proxy mailing: 

     • An invoice for estimated postage based on early search records. 

     • A processing and distribution invoice once your mailing has 

     been completed. 

     • Up to two (2) vote return invoices approximately 5 – 7 days after your 

     meeting date. 

•    You will also receive at least two (2) invoices for the U.S. proxy mailing in U.S. dollars:  

     • A processing and distribution invoice once your mailing has been 

     completed in the U.S. 

     • A vote return invoice approximately 5 – 7 days after your meeting date.
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ITEMS  

❶ PROCESSING FEE  
❷ PAPER AND POSTAGE ELIMINATION FEE  
❸ INTERMEDIARY NOMINEE COORDINATION FEE  
❹ NOTICE AND ACCESS FEE  
❺ POSTAGE  
❻ ENVELOPES/FORMS  
❼ ADDITIONAL CHARGES AND CREDITS  
❽ PREPAYMENTS

❶ Processing Fee 
This fee is made up of two components. The Record Processing fee which applies to records not included in the material selection 
for proxy related distributions and the Distribution Fee which relates to imaging Voting Instruction Forms, Quick Response 
(QR) codes, collecting investor choice consents, receiving material to be mailed, co-ordinating the proxy distribution. 

❷ Paper and Postage Elimination Fee 
This fee is for identifying and suppressing hard copy mailings to beneficial securityholders when proxy information is delivered 
electronically. This requires continuous data processing to capture and maintain securityholder delivery preferences. These fees are 
offset by savings on printing and postage.   

❸ Intermediary Nominee Coordination Fee 
This fee is for coordinating proxy processes on behalf of over 850 intermediaries in Canada and the U.S. This involves the            
processing of all possible combinations of investor, issuer and intermediary preference selections, data processing for                         
suppressions based on preferences, and consolidated reporting of the estimated amount of material required for mailing. The 
process is based on the requirements for Early Search Reporting and Record Date Reporting, and, if applicable, Issuer Delivery 
Preference Processing. The Issuer Delivery Preference Processing fee relates to the issuing of a NOBO Omnibus proxy in                 
conjunction with a NOBO list request and the processing of distribution preferences to OBOs based on an issuer’s intent                     
to pay. 

❹ Notice and Access Fee 
This fee is for the data processing of Notice and Access jobs. Issuers may reduce print, paper and postal costs by opting to use 
the Notice and Access proxy delivery process. 

Broadridge’s invoicing process is explained below. 
 
DESCRIPTION OF BENEFICIAL PROXY FEES 
Details of Charges (for illustrative purposes only)
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DETAILS OF CHARGES 
Each subsequent page on the invoice will provide the number of records applied to each fee.  Postage is based on envelope 
counts after suppressions from Broadridge’s managed account, consolidation and ProxyEdge processing. The final page of the 
invoice will detail the names of the intermediaries and the number of positions held in the job. 
 
VOTING INVOICES 
Voting invoices are mailed to you approximately 7 business days after your meeting date. 

These invoices include charges for votes processed through the following channels: 

          • Internet – Broadridge’s ProxyVote.com (individuals) and ProxyEdge.com (institutions). 
          • Telephone. 
          • Return VIFs via the postal systems - subject to applicable Canada Post or USPS business reply postage rates. 
The Voting invoices also include charges that were not included on the “processing and distribution invoice” such as charges 
for printing, N&A inventory management/fulfillment, virtual meeting, scrutineering, reply cards, affidavit/confirmation of 
mailing and other ad-hoc charges. 
 
INQUIRIES 
If you have any questions about your Broadridge Canada invoice please contact Broadridge at Finance.ICCan@Broadridge.com. For 
inquiries about your Broadridge U.S. invoice please contact BRCAN-AR@Broadridge.com. 
 
TERMS AND CONDITIONS 
Broadridge’s proxy processing and reports are based on the securityholder positions provided by the intermediaries. In this 
regard, we provide the following terms and conditions to our processing agreements. 
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❺ Postage 
This is the postage related to a proxy mailing. Broadridge’s continual investment in mail processing infrastructure, strategic                       
relations with various postal vendors, and ongoing systems development to meet evolving postal requirements helps issuers maxi-
mize postage savings. 

❻ Envelopes / Forms 
Broadridge utilizes its scale to achieve significant savings on envelopes and forms for issuers. 

❼ Additional Charges and Credits 
Please refer to your invoice details for descriptions of the charges in these categories.   

❽ Prepayments 
Any advance payment received will be reflected on the invoice. 
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The following terms and conditions (“Terms and Conditions”) govern 
the provision of services to be provided by Broadridge Investor                
Communications Corporation (“Broadridge”) at the request of, or by 
the search request (“Search Request “), submitted by the company 
or its agent (as the case may be) identified as the Reporting Issuer 
on the face page of the Search Request (“Issuer”) and form a                   
part hereof. 

1. Services. Broadridge will provide the services requested in the Search 
Request (the “Services”) in accordance to the applicable provisions of   
National Instrument 54-101 or its successor. 
2. Term and Termination. This Terms and Conditions shall remain in 
effect as long as the Issuer continues to receive the Services under 
the relevant Search Request. Notwithstanding the foregoing, either  
party may terminate the Services for any reason upon thirty (30) days 
prior written notice. 
3. Charges. The Charges for the Services are as set forth in NI 54-101 

or its successor, or as may be agreed upon in writing between   
the parties hereto. Actual fees, postage expended and advance              
payment received will be detailed on a final invoice which will      
be forwarded to the Issuer at the conclusion of the Services. 

4. Warranty and Disclaimer. Broadridge will perform the Services in a 
commercially reasonable manner. There are no other express              
warranties, and there are no implied warranties or conditions,              
including, but not limited to, the implied warranties or conditions 
of merchantability and fitness for a particular purpose. 

5. Limitation of Liability. 
a)Broadridge shall not be liable or deemed to be in default for 

any delay or failure to perform under these Terms of Service or 
the provision of the Services resulting directly or indirectly from 
any cause beyond Broadridge’s reasonable control. 

b)Broadridge’s sole liability to the Issuer or any third party for 
any claims, notwithstanding the form of such claims (e.g.,         
contract, negligence, or otherwise), arising out of errors or    
omissions in the Services caused solely by Broadridge, and     
the sole remedy of the Issuer or any third party with respect 
thereto, shall be to re-perform the Services; provided that the 
Issuer promptly advises Broadridge thereof. 

c) Broadridge shall have no other liability, monetary or                          
otherwise in respect of the Services. 

d)IN NO EVENT WILL BROADRIDGE BE RESPONSIBLE FOR                
SPECIAL, INDIRECT, INCIDENTAL OR CONSEQUENTIAL         
DAMAGES WHICH THE ISSUER MAY INCUR OR EXPERIENCE 
ON ACCOUNT OF ENTERING INTO OR RELYING ON THESE  
TERMS OF SERVICE OR THE PROVISION OF THE SERVICES,  
EVEN IF BROADRIDGE HAS BEEN ADVISED OF THE                     
POSSIBILITY OF SUCH DAMAGES. 

6.Confidentiality. In connection with the Services, each party is              
expected to exchange certain information with the other (the              
providing party, the “Provider” and the receiving party, the            
“Receiver”), which may include information relating to trade         
secrets, systems, procedures, confidential reports, customer lists, 
cost information, pricing information, security procedures,                  

shareholder lists, commission schedules, sales and/or trading          
strategies, computer software and tapes, programs, source codes or 
financial information (“Confidential Information”). The Receiver  
agrees that it shall use the same degree of care as the Receiver 
uses with respect to its own Confidential Information of like               
importance, but no less than reasonable care, to avoid         
unauthorized disclosure or use of any of the Provider’s Confidential 
Information. The Receiver may disclose the Confidential Information 
to its employees, agents, and affiliates who in the Receiver’s            
commercially reasonable judgment have a specific and demonstrable 
need to know such Confidential Information solely in connection 
with performing the Services and who are subject to confidentiality 
obligations materially consistent with these Terms of Service. The 
Receiver shall have the right to disclose Confidential Information 
as necessary for compliance with any legal or regulatory requirement, 
including court order, statute, law, rule, regulation, subpoena or        
other similar requirement of a competent governmental body,                 
exchange organization or other regulatory  authority. Nothing            
contained herein shall in any way restrict or impair the Receiver’s 
right to use, disclose or otherwise deal with: (i) Confidential                
Information which at the time of its disclosure is part of the public 
domain by publication or otherwise; (ii) Confidential Information 
which the Receiver can show was in its possession, or the              
possession of any parent, subsidiary or affiliate, at the time of             
disclosure and which was not acquired, directly or indirectly, under 
any obligation of confidentiality to the Provider; (iii) Confidential               
Information which is independently acquired or developed by the 
Receiver or any parent, subsidiary or affiliate without violation      
of the Receiver’s obligations hereunder; or (iv) aggregated and/or 
statistical data (excluding third party licensed data) created or                
received in the course of providing Services, provided that any such 
use does not disclose the Provider’s identity or any personal                 
information. 

7.GDPR. To the extent Broadridge processes personal information     
that would constitute EU Personal Data as defined under Regulation 
(EU) 2016/679 (General Data Protection Regulation), Broadridge will                 
comply with the provisions of the Broadridge GDPR Annex, found at 
https://www.broadridge.com/GDPR-Annex by using password    
ICS54903. 

8. Intellectual Property. In connection with providing the Services,    
Broadridge may make available to Issuer certain technology,       
products and services of Broadridge or its licensors (in whatever 
form and media) that may include data, materials, files,          
inventions, documents, computer programs, software (including           
source code and object code), websites, processes, procedures,              
pricing, techniques, methods or other intellectual or proprietary               
property of Broadridge or its licensors (each, a “Broadridge              
Technology”). Broadridge grants to Issuer a non-exclusive,            
non-transferable, and limited right to access and use Broadridge 
Technology only for Issuer’s internal business purposes or as              
needed to access and use the Services. Such foregoing right           
ends upon termination of the Schedule pursuant to which the                  
Broadridge Technology is made available. 

TERMS AND CONDITIONS
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Additional Solutions 
and Services

 
We provide additional solutions 
and services to further support 
the proxy process. 
 

If you would like more information, 

please reach out to us at: 

 

Client.Relations@Broadridge.com

37



BROADRIDGE.COM 
Broadridge’s proprietary portal for issuers, intermediaries, regulators, and investor advocates. Regulatory change,                
evolving technologies and changing investor attitudes make keeping up to date on what’s new in proxy and investor 
communications essential.  

Enhanced Communications 

PROXYVOTE.COM – CUSTOMIZE WITH YOUR CORPORATE BRANDING 
Build a stronger connection with your securityholders by making it easier             
for them to vote their securities at ProxyVote.com. Our industry-leading, 
proxy voting platform promotes investor engagement and reinforces                  
brand messaging. 
 
Here are some of the features of ProxyVote.com: 
     •    Issuer logo branding. 
     •    Meeting Status – to advise if voting is open or closed. 
     •    Voting Status – Not Voted, Voted. 
     •    Request and view materials, sign up for electronic delivery. 
     •    Stores investor voting selections for future reference. 
     •    Review/Change your vote with a single click.

EMAIL 
Creating a rich experience with enhanced email templates. All of the 
information investors need to vote, in a clear, concise message using less 
text and more visual cues within a branded template. 
     •    Clear call to action. 
     •    Issuer branded. 
     •    Simple language. 
     •    Rich experience.
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PRE-MEETING QUESTIONS 
•    Allow shareholders to ask questions in advance of the meeting 
•    Prepare a scripted response to questions
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SHAREHOLDER DATA ANALYTICS – DEVELOPING COST-EFFECTIVE COMMUNICATIONS 
Broadridge’s data analytics service provides a single-source solution for your continuous disclosure and proxy management 
needs – for your registered, beneficial and employee plan holders. 
 
REPORTS 
Our analytics are easy to read using tables, bar charts, pie charts and colour-coding. 
 
Geographic Analysis Report* 

• Based on securityholder addresses provided by financial intermediaries. 
• Geographic breakdown of securities and securityholders. 
• Listed by Canadian province and territory, United States, and foreign countries. 
• Includes number of securities reported, number of securityholders and percentage of securities in each jurisdiction. 

 
Share Range Report* 

• Based on securityholder position records provided by financial intermediaries. 
• Security and securityholder concentration by share range. 
• Includes security ranges, numbers of accounts, numbers of securities and percentages. 
• Top 10 security ranges. 

* Some restrictions may apply.  

ENHANCED PACKAGING 
Your organization already takes the time to inform retail securityholders of upcoming votes and meetings. Now there’s a way 
to achieve even more with these communications. Enhanced Packaging from Broadridge offers a more immediate, compelling 
interaction – one that engages shareholders right from the mailbox. Enhanced Packaging allows for customized messaging to 
break through the clutter and drive results. Please contact your Client Service Professional for additional information about 
this service. Please note material size must meet Canada Post requirement for Oversize or Short and Long envelopes.  Card 
stock should be used for single piece insert.
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DES DOCUMENTS IMPORTANTS SONT JOINTS 
DANS L’ENVELOPPE
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Securityholder Ownership Report Sample

Contact your Client Service Professional for more information and to order the reports you need. 

* Some restrictions may apply.  
** Residency must be asked at time of voting to enable analysis.
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Residency Vote Reporting** 

• Provides vote results based on Canadian residency status. 

 
Securityholder Ownership Report* 

This comprehensive report provides issuers with an ownership overview of securityholder demographics and geographic 
location which incorporates ownership breakdown by investor type between retail and institutional investors around the world.  

Strategic Distribution Analysis 

     •    Enables targeted proxy material distribution based on material selection. 
     •    Breaks down the volumes by communication method. 
     •    Securityholder concentration by share range. 
 
Strategic Distribution Analysis - Unvoted 

     •    Realize reminder mailing results examining unvoted accounts. 
     •    Comparative analysis across Share Range and Delivery Preference, providing practical insights designed to increase 
          voting participation and communication efficiency. 

SHAREHOLDER DATA SERVICES 
Shareholder Data Services offers you comprehensive reporting that 
provides a unique, multidimensional view of data.  
     •    Achieve a clear view on voting favourability and potential impact to               
          your proposal outcome and target optimal populations to increase             
          vote participation. 
     •    Monitor voting daily to understand potential issues early in a                 
          campaign and keep executives up to date. 
     •    Uncover cost-effective ways to distribute proxy material to your           
          securityholders and maintain a successful outcome. 



Investor Engagement Services 
 
WEB HOSTING YOUR MEETING DOCUMENTS 

Issuers are required to host proxy information on a publicly accessible website under Canadian Notice and Access regulations. If 
URLs for material links are not received by the material mail date, Broadridge will host material on behalf of the issuer.  Document 
Hosting fees will apply. 
 
CONSENT MANAGEMENT SERVICE 
Broadridge can support the requirements under National Instrument 51-102 Continuous Disclosure Obligations by adding a 
consent question for annual or interim financial statements or both, directly on the Voting Instruction Form, ProxyVote.com 
and telephone. This eliminates the need for Financial Request Cards or manual handling of the returned requests. Broadridge 
will fulfill the annual financial statements in the next proxy mailing or provide a mailing file to the issuer or its agent.  

Investors can enter their control number at ProxyVote.com or BroadridgeFinancialRequests.com to opt-in for financial reports. 
 
MAILING COST ANALYSIS 
Your Client Service Professional will analyze your current mailing processes, review package components including package                         
size, weight, and delivery timing, and recommend either a Traditional or Notice and Access delivery solution.  
 
VOTE SOLICITATION ASSISTANCE 
Maximize your proxy vote returns. Broadridge provides un-voted lists and email alerts and notifications to intermediaries 
advising them of un-voted securities held by their clients. Specified share ownership ranges can be targeted to maximize 
voting in a cost-effective manner.  
 
QUICKVOTE FOR PROXY SOLICITORS – ELECTRONIC VOTE CAPTURE 

QuickVote is an electronic interface between proxy solicitors and Broadridge’s proxy processing system.  It enables your proxy solicitor 
to contact Non-Objecting Beneficial Owners, record their voting instructions over the telephone, and then electronically transmit their  
votes to Broadridge for processing. A vote confirmation letter is then sent to the investor confirming their vote instruction. 
 
REMINDER MAILINGS 

Issuers can send securityholders a reminder to vote after your proxy materials have been mailed. Reminder mailings may help 
you receive more votes and can be customized to reach a target audience.  You can choose to reach only securityholders within a 
specified share range.  For example, you can request a reminder mailing targeted to securityholders with 10,000 securities or 
more who have not yet voted. 
 
CORPORATE ACTION MAILINGS 

Speed is essential for corporate action mailings, so Broadridge targets a 48-hour turnaround from receipt of all required materials. Our 
letter includes the following information: 
     •    Name of the Offeror. 
     •    Date and time of expiry. 
     •    Type of offer – tender offer, exchange, subscription, etc. 
     •    Intermediary contact information. 

By using Broadridge’s corporate action service, your mailings are completed on schedule and cost-effectively, while 
maintaining good corporate relations with your participating intermediaries. Please note Broadridge’s Cross-Border Account 
Management service does not apply to corporate action events. 
 
NEW SHAREHOLDER IDENTIFICATION AND COMMUNICATIONS 
Broadridge can help you identify new securityholders and tailor communication programs specifically for them. This is helpful 
when you are completing your NI 51-102 financial statement fulfillment. For example, you can provide annual financial 
statements to all new securityholders or anyone who has requested one by using Broadridge’s Consent Management Service. 
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CONTEST SERVICES 

We understand that companies have a lot at stake when there is a contested securityholder vote. Our Contest Services help 
ensure your messages are sent to targeted securityholders in a timely manner. These features include: 
     •    Creation of targeted mailings. 
     •    A Broadridge representative dedicated to managing your project. 
     •    Universal proxy and custom voting site availability. 
     •    On-demand vote reports. 
     •    Communication with your proxy solicitor. 
     •    Alerts to brokers containing un-voted securityholder lists.  
     •    Mail/courier stratification. 
     •    Email delivery. 

Winning a contest requires efficient execution of your communication plan. Broadridge is your partner and will help you  
quickly and efficiently communicate with your securityholders. Please note Broadridge’s Cross-Border Account Management 
service does not apply to contested meetings. 
 
Interaction with Intermediaries 
INTERMEDIARY ALERTS 
Alerts provide intermediaries with information and/or seek their direction if action is required.   
 
TYPES OF ALERTS 
     •    Mailing – Provides important information regarding a mailing job. (e.g., no material, record date issue, voting 
          issues, etc.) 
     •    Solicitation Fee – Information regarding the fee being paid on a special resolution. Intermediaries are able to pull  . . . . .
          details on their clients directly from the Broadridge Portal.  
     •    Assistance – Broadridge will contact our intermediary clients advising them of a request for vote solicitation assistance.         
          Intermediaries have direct access to the Broadridge voting files for their clients. 
     •    Re-org (Corporate Action) – Important information regarding re-org jobs (e.g., events such as offers, odd 
         lots, and dividend elections.) 
     •    Contest – A meeting has turned into a contest. An alert will provide both management and opposition with details 
          including voting/solicitor agent information and cut-off dates for both parties. 
     •    Information – Important information pertaining to a mailing job that may assist with client inquiries, such as 
          change in meeting type, selection, or meeting cancellation. 
 
OBTAINING A CANADIAN NOBO LIST 
Issuers:  
Complete Forms NI 54-101 F2 and F9. Requests for Canadian NOBO lists must be sent to Broadridge, Canada, NOBO 
Production at NOBO.Production@Broadridge.com. The record date of the request must be at least two business days in 
advance of the date you email your request. A NOBO list can be cancelled at your request up to one business day prior to the 
record date. A cancellation fee will apply. After the record date, the full NOBO list fee will apply.  

Third Parties:  
As a result of the amendments to NI 54-101 effective February 15, 2013, a person other than the reporting issuer, that                 
sends proxy information indirectly to beneficial owners must provide an undertaking to the proximate intermediary using                         
Form NI 54-101 F10 in addition to the forms noted above. 
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OBTAINING A U.S. NOBO LIST 

A NOBO list for securityholders who are clients of U.S. Intermediaries can be requested directly from Broadridge Canada in 
accordance with SEC Rules 14b-1 and 14b-2. Email addresses and telephone numbers are not included on a NOBO list                    
obtained from Broadridge U.S. 

Broadridge now provides an electronic list of all U.S. NOBOs for a given record date via ICSOnline Campaign Manager. The 
record date of the request must be at least two business days in advance of the date you email your request. It will take an 
additional five business days from the record date for you to receive your list. 

The following guidelines have been instituted to the NOBO request process in the U.S. for all issuers and third parties                   
acting on behalf of their clients. 

     •    The NOBO request form available at broadridge.com/resource/nobo-list-requests is the only version accepted by            
          Broadridge and it must be signed by the issuer. We strongly recommend that the information be typed using the                 
          online version to ensure all the information is legible, and to avoid delays. 
     •    The attestation document must be signed by an officer of the company. To complete the attestation the document                    
          should be printed, preferably on corporate letterhead, and the signature must be notarized. Any document received                     
          without a notarized signature will not be processed. The attestation must be included with all NOBO requests. 
     •    Each request for NOBO data will require the submission of both forms in order to be considered in good order and                  
          processed. Incomplete requests will be returned to the requester and no action will be taken on the request. It is 
          important that both documents be fully completed and presented together. 
     •    Upon the submission being in good order a security token will be mailed directly to the physical address of the                                        
          Corporate Secretary’s office or emailed to the recipient who is authorized to receive the security token. 
 
Requests for U.S. NOBO lists must be sent to NOBO.Production@Broadridge.com. 

43

BROADRIDGE  |  CANADIAN CORPORATE ISSUER SERVICES

https://www.broadridge.com/resource/nobo-list-requests-and-non-mailing-data-reports?


10-day Rule (NYSE): A discretionary vote may be issued on routine proposals 10 days before a securityholder meeting if the 
meeting material has been distributed between 15 days and 24 days before the meeting. 
 
15-day Rule (NYSE): A discretionary vote may be issued on routine proposals 15 days before a securityholder meeting if the 
meeting material has been distributed 25 days or more before the meeting. 
 
 
A 
 
Agenda: The proposals/items presented by an issuer to be voted on by securityholders. 
 
AIN: Appointee Identification Number. This number is created by the investor as part of the Appointee login credentials to attend a 
Virtual Shareholder Meeting hosted by Broadridge. 
 
Annual Report: A report that is prepared annually by publicly-listed corporations to provide securityholders with financial 
and other information about the most recent fiscal year of the corporation. 
 
Appointee: A person authorized to attend a meeting on behalf of a securityholder and vote in accordance with instructions 
provided by the securityholder or with discretion. 
 
 
B 
 
Beneficial Owner: The owner of securities that may be issued or registered in the name of another, such as a nominee.  
 
Business Reply Envelope (BRE): A business reply envelope used by a securityholder to return voting instructions to 
Broadridge. 
 
BroadridgeFinancialRequests.com: Broadridge's Consent Management Service portal that enables securityholders to opt-
in for receipt of financial statements and MD&A's. 
 
Broker/Dealer: A party that affects securities transactions on behalf of its clients, as well as for its own account. 
 
Broker Non-Vote: A broker non-vote occurs when a U.S. broker’s client does not provide the U.S. broker with voting 
instructions on non-routine matters for shares owned by the client, but which are held in the name of the U.S. broker.  In this 
instance, the U.S. broker cannot vote and reports the number of such shares as “non-votes”. 
 
Buck Slip: A form on which the securityholder's name and address is printed and inserted in an envelope for mailing 
purposes. 
 
 
C 
 
Canadian Depository for Securities Limited (CDS): CDS provides clearing and settlement services to support trading in 
equities, fixed income securities, and money market instruments. 
 
Cede & Co: The Depository Trust Company’s (DTC) nominee name. 
 

Glossary
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Class of Security: The last three digits of the nine-digit CUSIP number that indicates the class of security, i.e. common, 
preferred, debt issue. 
 
Client Proxy (Multiple Proxy): Broadridge's proxy issued on behalf of intermediaries. 
 
Common Shares: Securities that represent ownership, with voting rights, in a corporation. 
 
Consent Management System (CMS): Broadridge's system where securityholder consent data is stored for current and 
future opt-in consent fulfillment. 
 
Consent Solicitation: A request for securityholders to cast a vote without a meeting being held. 
 
Contest: A meeting for which there is a group in opposition to the proposals presented by the management of the company. An 
opposition VIF and circular must be mailed for the contest service to be applied. 
 
Continuous Disclosure: A company's ongoing regulatory obligation to inform the public of significant corporate events, both 
favourable and unfavourable.  
 
Control Number: A 16-digit number that identifies a specific securityholder for voting and other purposes. 
 
Corporation: The most common form of business organization. It is chartered by a federal or provincial act and given many legal 
rights as an entity separate from its owners.  This form of business is characterized by the limited liability of its owner and ability to 
issue shares. 
 
Cumulative Voting: The procedure of voting for a company’s directors where each securityholder is entitled to one vote per share 
times the number of directors to be elected. 
 
CUSIP: The acronym for Committee on Uniform Securities Identification Procedures.  Standard & Poor's issue a unique nine-
character identification called a CUSIP number. The first six digits of the CUSIP number identify the issuer and the last three identify 
the class of security. 
 
Customer Unit Identifier (CUID): The identifier that CDSX and the Account Transfer Online Notification (ATON) system use to 
facilitate communications between members of the financial community and CDS. 
 
Cut-off Date: The last day for votes to be accepted for the meeting. 
 
 
D 
 
Depository Trust Company (DTC): A central repository through which members electronically transfer stock and bond 
certification (a clearing house facility).  The Depository Trust Company was set up to provide an infrastructure for settling trades in 
municipal, mortgage-backed and corporate securities. 
 
Directors: Individuals elected by the securityholders of a corporation who carry out certain tasks established in the corporation's 
charter. 
 
Director Exception: A voting report that identifies where securityholders withhold votes on certain directors. 
 
Disclosure Laws: Laws that require companies to fully and fairly disclose all material facts relating to a securities offering.  
 
Discretionary Voting: Under NYSE Rules 451 and 452, U.S. brokers may vote the securities they hold for beneficial owners 15 or 10 
days before a company’s meeting. This applies only to routine matters as defined by NYSE Rule 452. 
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E 
 
Electronic Data Gathering, Analysis and Retrieval System (EDGAR): The United States Securities and Exchange Commission 
system for the electronic submission of most corporate filings and related correspondence which is accessible to the public via the Internet. 
 
Electronic Delivery: The method by which securityholders receive notification of annual meeting material or other securityholder 
material, via email instead of hard-copy postal delivery. 
 
Enclosure: The material that is inserted into an envelope for mailing purposes. 
 
ESG: Environmental, social, and governance (ESG) criteria are a set of factors that are used in an investment decision process. 
 
 
 
F 
 
Form 10-K: The form used by U.S. reporting public companies to report their fiscal year-end financial results to the SEC.  Companies 
may choose to send a Form 10-K instead of an annual report. 
 
Full Package: Proxy documents, typically inserted into 9 x 12 envelopes and mailed to securityholders. 
 
FYE: Fiscal Year End. 
 
 
G 
 
Geographic Analysis Report: A Broadridge report that provides issuers with the number of securityholder accounts and securities 
held by Canadian province, U.S. and Foreign based on mailing addresses. 
 
 
H 
 
Holder of Record: The person whose name appears on the securityholder record maintained by the corporation or its                        
transfer agent. 
 
Householding: A process whereby securityholders living in one household can be grouped in order that they are mailed only one 
package of information materials instead of one package per securityholder in a household. Householding is not permitted in Canada. 
 
 
I 
 
Information Circular: A document designed to give a voting securityholder all the information necessary to make an 
informed decision. It is provided to a securityholder at or before the time they are contacted in a proxy solicitation. Equivalent to 
the U.S. proxy statement. 
 
Institutional Investor: An organization that routinely buys and sells securities for investment purposes. Institutional 
investors include banks, mutual funds, segregated funds, and pension funds.  
 
Interim Mailing: Mailing of a short, unaudited financial statement issued monthly, quarterly or semi-annually. 
 
Intermediary: Broker/Dealer, Bank or Trust Company. 
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Investor Residency Report: A Broadridge report that provides issuers with the number of securityholder accounts and 
securities by Canadian province, U.S. and Foreign, based on tax residency code of the securityholders (where available). 
 
InvestorDelivery.com: A Broadridge portal designed for securityholders to consent to electronic delivery of securityholder material.  
 
International Securities Identification Number (ISIN): A code that uniquely identifies a specific securities issue. 
 
Issuer Name: Company or mutual fund name. 
 
 
L 
 
Legal Proxy: The issuance of a form which transfers voting entitlement from brokers or banks to beneficial securityholders.  
 
 
M 
 
Majority Voting: A director election standard where each director must receive a majority of votes cast at a meeting. 
 
Managed Account: An investment account that is owned by an individual investor but managed by a professional money manager. 
 
Market Capitalization: The market value of issued and outstanding listed securities. 
 
Management Discussion & Analysis (MD&A): A document about the state of a publicly-listed corporation written by the 
corporation's management and which must be distributed annually to securityholders. 
 
Media Piece: A document that contains a securityholder name and mailing address. 
 
Meeting Date: The date a company holds its securityholder meeting. 
 
Mutual Fund: An investment portolio held in trust for its unitholders managed by an expert who invests in stocks, bonds, options, 
money market instruments and/or other securities. Mutual fund units can be purchased through brokers or, in some cases, directly 
from the mutual fund company. 
 
MyService.Broadridge.com: Broadridge’s web-based client service portal used for viewing information about securityholder 
communication mailings and voting. It provides secure and convenient access to real-time information such as proxy voting results, 
job status, and proxy planning tools and voting information. 
 
 
N 
 
Non-Objecting Beneficial Owner (NOBO): A securityholder who purchases securities through a broker/bank who does not 
object to releasing his/her name to the corporation of which they own shares. 
 
NOBO List: A list of non-objecting beneficial owners.  
 
Notice: Information sent through the postal system that directs securityholders to a website where they can access proxy meeting 
information. 
 
Notice and Access: Securities regulations that enable issuers to deliver Notices by mail that direct securityholders to a                     
non-SEDAR website to access meeting materials including Information Circulars, Annual Reports, Management Discussion 
and Analysis reports and other disclosure information.  
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Nominee: A person or firm to whom securities are transferred in order to facilitate buy and sell transactions. 
 
Non-Routine Proposal: A proposal that requires a response from the beneficial owners which does not fall under the NYSE Rule 
452. The broker cannot vote on behalf of the beneficial owner but must vote according to specific instructions that have been 
received from the beneficial owner. 
 
NYSE: New York Stock Exchange. 
 
 
O 
 
Objecting Beneficial Owner (OBO): Securityholders who purchase securities through a broker/dealer who object to 
releasing their names to a requesting corporation. 
 
Omnibus Proxy: Identifies the ownership of shares as of a record date and confers voting authority to a named party. 
 
Ontario Securities Commission (OSC): The Ontario government agency that administers the Securities Act (Ontario) and the 
Commodity Futures Act (Ontario ) and regulates securities and listed futures contract transactions in Ontario. 
 
 
P 
 
Pending Vote: Votes tabulated by Broadridge but not yet communicated to the official tabulating agent. 
 
Plurality Voting: A corporate directorship election standard in which the director nominees receiving the greatest numbers 
of securities cast at a meeting are elected as directors of the corporation. 
 
Postage: The postal service charge to mail an envelope or package. 
 
Proportional Voting: A method of voting for routine proposals in which a broker will vote uninstructed securities in the 
same proportion as the instructed securities votes. 
 
Proximate Intermediary: a) A participant in a depository that holds a security; b) an intermediary that is a registered holder  
of a security. 
 
Proxy: The authority or instrument that permits a securityholder's voting right to be granted to an agent of the 
securityholder.  Proxy may also mean the person empowered to act as agent to vote in place of a securityholder.  
 
Proxy Card: A voting instrument created by an issuer which reflects items to be voted on for an upcoming meeting. 
 
Proxy Deposit Date: The date determined by a company as the last date proxies may be accepted for a meeting. 
 
Proxy Mailing: A mailing where a securityholder vote is being solicited. 
 
Proxy Statement: A document to give a voting securityholder all the information necessary to make an informed decision. It 
is provided to a securityholder at or before the time they are contacted in a proxy solicitation. Equivalent to the Canadian 
Information Circular. 
 
ProxyEdge.com: Broadridge's electronic voting software used mostly by money managers and institutional securityholders. 
 
Proxyholder: A person authorized to attend a meeting on behalf of a securityholder and vote in accordance with instructions 
provided by the securityholder or with discretion. 
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ProxyVote.com: A Broadridge website used by securityholders to submit voting instructions. 
 
 
Q 
 
QuickVote: QuickVote is an electronic interface between proxy solicitors and Broadridge’s electronic voting system. The interface 
enables the solicitors to capture and submit NOBO proxy votes while engaged with securityholders during calling campaigns. 
 
 
R 
 
Receive Date: The date material such as annual reports and proxy materials are received by Broadridge. 
 
Record Date: The date established by a corporation's board of directors used to determine which securityholders are to be included 
in an information or proxy mailing. 
 
Record Date Material Confirmation (RDC): An electronic report sent to a company, or its designated agent, setting out the 
material requirements as of the record date. 
 
Registered Owner: Owners whose names are recorded on the books of the issuer or the issuer's agent, called a Registrar.  
Generally, a registered owner will have the actual printed stock certificate. 
 
Request for Beneficial Owner Information (RBOI): National Instrument 54-101 Form F2 to request early search information 
on beneficial holders. 
 
Routine Proposal: Proposal type as defined by NYSE Rule 452 upon which brokers may exercise their discretion in voting 
uninstructed securities. 
 
 
S 
 
Search Card: See Request for Beneficial Ownership Information. 
 
SEC: Securities and Exchange Commission in the U.S. 
 
Securities: Securities include notes, stocks, bonds and debentures, investment funds or any other instrument which might be 
categorized as an investment contract. 
 
Securities Commission: Each province or territory has a securities commission or administrator that oversees its provincial 
securities act. This act is a set of laws and regulations that set down the rules under which securities may be issued or traded in that 
province. 
 
Securityholder: Individuals and instututions that own company shares or other investments including bonds, mutual funds, and 
exchanged traded funds . 
 
SEDAR: The System for Electronic Document Analysis and Retrieval. SEDAR is the Canadian electronic filing system that 
allows listed companies to file prospectuses and continuous disclosure documents.  
 
Shareholder Proposal: A proposal submitted by a securityholder to the corporation's board of directors on which they want 
the other securityholders to vote. 
Shares: Physical certificates or book entries representing ownership in a corporation or similar entity. 
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Short Status: Mailing that could not be completed due to a shortage of material received. 
 
Solicitor: Agent hired by an issuer to solicit proxies. 
 
SOM: Statement of Mailing issued by Canada Post Corporation as evidence a proxy or other document has been mailed. 
 
Street Certificate: Securities held in the name of a broker/dealer instead of a securityholder's name. 
 
Summary by Range Report: A Broadridge report that identifies numbers of securityholder accounts in specific                        
numeric ranges. 
 
 
T 
 
Toronto Stock Exchange (TSX): Canada 's national stock exchange for large corporations. 
 
Transfer Agent: An agent employed by a corporation or mutual fund to maintain securityholder records, including purchases, 
sales, and account balances. 
 
TSX Venture Exchange: Canada 's national stock exchange for small and startup companies. 
 
 
U 
 
Uninstructed Shares: Instructions on how to vote these shares were not received from the securityholder by the broker. For 
routine items, these shares may be voted by a U.S. broker under NYSE Rule 452. 
 
URL: Uniform Resource Locator.  An Internet address of a website, file or document in general format. 
 
 
V 
 
Vote Cut-off: The last date voting will be accepted. Unless advised otherwise, Broadridge’s default cut-off for telephone and 
Internet voting is 11:59 pm Eastern Time before the meeting date. 
 
VSM: Virtual Shareholder Meetings are conducted online via streaming audio or video, authenticates attendees, and enable 
validated securityholders to submit questions and vote their shares online at the meeting. 
 
Voting Instruction Form (VIF): The form used to collect voting instructions from beneficial securityholders. 
 
 
W 
 
Web Hosting Service: A Broadridge service for hosting securityholder documents on behalf of issuers for access via                     
the Internet.
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